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MAINFRAME  SECTION 


CONNECTING  NEW  TERMINALS  TO  THE  STATE  NETWORK 

Telecommunications  Bureau  is  responsible  for  controlling  the  state  computer 
network  (locations,  volume  of  traffic,  speed,  etc  ) .  Requests  for  new  data 
terminal  equipment  that  will  communicate  with  this  network  have  to  be  ap 
proved  by  the  Telecommunications  Bureau. 

Personnel  interested  in  adding  new  data  communication  equipment  to  the  net- 
work should  contact: 

Dennis  Sheline 

Data  Communications  Manager 

Telecommunications  Bureau 

Room  220 

Mitchell  Building 

Helena,  MT  59620 

Phone  Number:  444-2586 


ON-LINE  BILL  STATUS  SYSTEM 

Copies  of  the  On-line  Bill  Status  System  User  Guides  are  available  from  the 
Operations  Bureau  HELP  Desk.  The  HELP  Desk  is  located  in  the  basement  of  the 
Mitchell  Building. 


NIGHTLY  BILL  STATUS  REPORT 

Complete  copies  of  the  nightly  bill  status  report  are  available  fr°m  the 
state  network  by  using  SPF  3.1  to  print  the  dataset  F27 .BILLSTS .REPORT  . 
Each  night  after  a  session,  this  dataset  will  be  updated. 

Example  Of  Nightly  Bill  Status  Report 


<;rATe   of   montana  page    nbr • 

BILL  STATUS  SVSTEM  „n., ,  »„»  ,  Fr  I  ^i  A  iTuF  IQUNCIL  "UN  ""^  18:13 

REPO«T  NBR.  LCA9  "^^I^S  OF   MOU«  I.LLS  RON  D»  TE .....  2/26/84 


MB  SPONSOR 


T.TuE/SPeC.AL  ACTION  ^0"    >N'«0   COM-    MEAR    REPT     2N0     3R0   TRANS     RET     GOV   EFOATE 


2  SANDS  USE  COAL  SEVERANCE  IA»  FOR  OPERATION      n  1/07 

ANO  MAINTENANCE  OF  STATE  PARKS 

LAST  ACTION:     (M)  INTRODUCED 

3  H.RKS  RAISE  MINIMUM  FOREST  FIRE  PROTECTION      m    1/07 

ASSESSMENT  TO  t30 

LAST  ACTION:     (M>  INTRODUCED 

4  MANUEL  GENERALLY  AMEND  TITLES  1.  2.  3.  5.   13.     "     1/07 

25.  27,  AND  45.  MCA 

LAST  ACTION:      (Ml   INTRODUCED 

5  MANUEL  Clarify  legislator  COMPENSATION  AND       M    1/07 

EXPENSES 

LAST  ACTION;     (M)   INIRODUCEO 

J  MARKS  GENERALLY  CLARIFY  MINING  ANO  -AIER  LAW     M     1/OT 

LAST  ACTION:     (H)   INTRODUCED 
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SPECIFIC  BILL  INFORMATION  AVAILABLE 

Specific  bill/resolution  information  from  the  bill  status  database  can  be 
printed  by  submitting  a  job  from  your  TSO  library.  To  use  this  system,  you 
must  know  the  number  of  the  bill/resolution.  The  number  of  the  bill  consists 
of  six  characters  (HB,  SB,  HJ,  SJ,  SR,  HR)  plus  a  four  number  digit  number.  A 
daily  report  which  includes  these  is  available  from  the  Information  Desk  in 
the  Capitol.  Here  are  some  examples: 

HB0003 
SR0008 
HJOOOl 
SBOlll 

Here  are  the  steps  to  use  this  member  to  print  specific  bill  information. 

•  Step  1  -  Log  on  to  TSO 

•  Step  2  -  Copy  "FOO  .BILL.  INFO  (BILL)"  into  your  TSO  library  and  name  it 
"BILL". 

•  Step  3  -  Go  into  member  "BILL".  Make  necessary  JCL  changes  to  the  job 
card  including  jobname,  account  number,  user  number,  and  box  number. 

•  Step  4  -  Go  to  line  31.  Line  31  and  line  32  are  examples  of  where  and  how 
your  data  should  look.  An  r  in  the  left  column  will  repeat  a  line  for 
easier  insertion  and  a  d  will  delete  a  line.  Following  the  format  of 
line  31  and  line  32,  type  in  the  bills/resolutions  you  are  interested  in. 
Delete  the  lines  which  contain  numbers  of  bills  you  are  not  interested 
in. 

•  Step  6  -  Submit  the  job. 

Specific  Bill  Information  will  look  like  this: 


REPORT  NBR.  ROI 


P«&E  NBH I 

HUN  TIME  13:  26 

RUN  DATE. . . .  12/31/84 
STATUS  REPORT  ON  BILLS  OF  SPECIAL  INTEREST 


He0002  SHORT  TITLE USE  COAL  SEVERANCE  TAX  FOR  OPERATION   AND  MAINTENANCE  OF  STATE  PARKS 

PRIOIBV  SPONSOR--SANOS.   JACK 

LATEST  ACTION 11/08  DRAFT  REFERRAL 


SB0007  SmORT  TITLE APPROVING  FREOOIE  MAC  SECURITIES  AS    SECURITY  FOR  DEPOSITS 

PRIMAHV  SPONSOH--NEUMAN.   TED 

LATEST  ACTION 11/08  DRAFT  REFERRAL 


Request  for  more  information  or  problems  with  this  should  be  directed  toward 
Teri  Lundberg  in  the  Information  Center  (444-2973). 
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MEGACALC  PRINTING 

Printing  spreadsheets  using  release  4.0  of  MEGACALC  is  not  very 
straightforward.  Several  people  have  noticed  that  simply  issuing  a  P  or  FU 
command  does  not  send  anything  to  the  printer,  the  OUTPUT  command  must  also 
be  used  A  solution  is  to  stack  the  print  and  output  commands  together,  tor 
example  PU//OUTPUT,  then  you  won't  forget  to  issue  the  OUTPUT  before  signing 
off. 

Routing  output  to  other  printers  is  easier  under  release  4.0  because  of  the 
OUTPUT  command.  The  command  OUTPUT  DEST(RMT31)  will  route  the  printed 
spreadsheet  to  the  remote  printer  known  as  RMT31. 

If  you  wish  to  send  a  spreadsheet  to  the  IBM6670  and  have  your  spreadsheet 
printed  on  8  1/2  X  11  paper  with  the  long  axis  vertical,  you  must  have  a  way 
to  prefix  your  print  dataset  preceded  by  6670  OCL,  otherwise  you  will  get  the 
rotated  type  font  (long  axis  horizontal,  132  character  print  line,  13.3  char- 
acters per  inch. ) 

To  submit  OCL  and  spreadsheet  to  the  6670  requires  several  steps: 

1  Allocate  a  SYSOUT  file  before  getting  into  MEGACALC.  The  command  ALLOC 
FKSYSOUT)  DA(a  print  dataset)  is  used.  You  must  previously  have  allo- 
cated a  dataset  to  use  having  RECFM=VB,LRECL=137 ,BLKSIZE=141  before  you 
can  allocate  it  for  use  in  your  MEGACALC  session. 

2.  On  the  MEGACALC  parameter  menu,  you  must  type  over  MEGAPRT  with  SYSOUT. 

3.  In  the  spreadsheet,  issue  the  P//OUTPUT  command  without  a  destination. 

4.  After  signing  off  MEGACALC,  submit  a  batch  job  to  create  6670  OCL,  and 
submit  the  OCL  and  your  print  dataset  to  the  6670. 

For  a  program  to  create  OCL  and  assistance  in  creating  a  command  list  to  make 
the  above  process  almost  automatic,  call  Gary  Wulf  at  444-2973 


RJE  6670  LASER  PRINTER 

The  RJE  6670  printer  is  now  gone.  We  resumed  the  schedule  of  printing  RJE 
documents  from  noon  to  2:00  p.m.  and  between  10:00  p.m.  and  7:00  a.m.  Any 
problems  or  questions,  call  Jeanette  or  Mel  at  444-2860. 
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MICROCOMPUTER  SECTION 


TERM  CONTRACT  UPDATE 


When  purchasing  term  contract  products,  be  sure  to  include  a  scheduled  deliv- 
ery and  installation  date  on  your  purchase  order. 


PFS:FILE  AND  PFSrREPORT 

The  file  management  software  package,  PFSrFILE  and  PFSrREPORT,  is  now  avail- 
able for  purchase  from  the  Information  Center.  The  price  is  $110.00  for 
PFS:FILE  and  $90.00  for  PFSrREPORT. 

State  agencies  may  obtain  and  receive  support  for  PFSrFILE  and  PFSrREPORT  as 
described  belowr 


Support  Services 

1.  Purchase  Support 

The  Information  Center  will  stock  PFSrFILE  and  PFSrREPORT. 

2.  Installation  Support 

Installation  of  PFSrFILE  and  PFSrREPORT  is  included  in  the  purchase 
price. 

3.  Disk  Support 

All  disk  formats  from  the  Software  Publishing  Corporation  will  be  sup- 
ported. 

4.  Consulting  Support 

Demonstrations  of  PFSrFILE  and  PFSrREPORT  will  be  available.  Other  ser- 
vices include  feasibility  recommendations  and  problem  resolution. 

5.  Training 

The  Information  Center  will  provide  training  for  PFSrFILE  and  PFSrREPORT 
through  the  ISD  training  program.  A  class  on  PFSrFILE  and  PFSrREPORT 
will  be  held  on  March  28.  The  charge  for  the  class  is  $50.00.  For  agen- 
cies purchasing  PFSrFILE  through  the  Information  Center,  a  discount  of 
$20.00  will  be  given  to  the  first  person  from  that  agency  attending  the 
class . 

The  Information  Center  will  NOT  be  able  to  provide  custom  file  and  report  de- 
sign or  programming  of  PFSrFILE  and  PFSrREPORT  for  user  agencies. 
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OTHER  SERVICES 

All  requests  for  consulting,  training,  advising,  or  installing  any  other  file 
management  system  will  be  handled  by  the  Information  Center  on  a  time  permits 
basis . 

The  choice  of  PFS:FILE  and  PFS: REPORT  as  a  simple  file  manager  was  based  on 
its  installed  base  in  the  state  and  on  its  leading  position  in  the  market 
place. 

Please  contact  Wendy  Wheeler  or  Ron  Heilman  at  444-2973  for  more  information. 
We  would  appreciate  suggestions  that  will  help  us  meet  agency  needs  more  ef- 
fectively. 


DEMONSTRATIONS  OF  DISTRIBUTED  OFFICE  SUPPORT  SYSTEM  (DISOSS) 

Agency  managers  who  are  considering  use  of  the  Distributed  Office  Support 
System  (DISOSS)  can  arrange  a  demonstration  by  contacting  Pat  Emineth  in  the 
Information  Center  at  444-2973.  DISOSS  provides  library  support  services  and 
document  distribution  for  IBM  Displaywriters ,  IBM  5520 's  and  IBM  8100 's. 
Document  distribution  support  for  the  IBM  PC  will  be  available  in  the  future. 

DISOSS  demonstrations  will  show  the  displaywriter  interacting  with  the 
DISOSS  system  as  follows: 

•  Document  filing  in  the  host  text  library. 

•  Document  retrieval  employing  search  arguments 

•  Document  distribution  to  other  DISOSS  users. 


LOTUS  1-2-3 

A  LOTUS  1-2-3  user  group  meeting  was  held  on  January  8th.  Participants  dis- 
cussed their  current  LOTUS  1-2-3  applications  and  their  future  directions, 
1-2-3  ideas,  suggestions  and  comments  were  shared  between  participants. 


LOTUS  1-2-3  TIPS 

Since  the  Information  Center  began  supporting  LOTUS  1-2-3,  many  tips  and 
ideas  have  been  brought  to  our  attention.  Future  releases  of  News  and  Views 
will  contain  LOTUS  1-2-3  tips  and  ideas. 


LOTUS  1-2-3  TIP     --  DATES 

Assume  you  have  just  finished  entering  the  function  @DATE(85 , 1, 10)  in  cell 
A4.  Now,  you  want  to  build  a  formula  to  increment  this  date  by  exactly  the 
correct  number  of  days  for  each  month.  The  tricky  part  is  to  keep  track  of 
the  irregular  pattern  of  days  per  month  and  to  determine  if  the  current  year 
is  a  leap  year.  The  following  formula  will  do  the  trick:   In  cell  A5  put: 
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+A44^Choose((amonth(A4)-l,31,@IF((aM0D((aYEAR(A4),4)=0#AND/AaYEAR(A4)<> 
100, 29, 28), 3 1,30, 3 1,30, 3 1,3 1,30, 31, 30, 31) 

For  more  information  on  this  date  function  or  on  LOTUS  1-2-3,  call  Ron 
Heilman  in  the  Information  Center  at  444-2973. 


DISKETTE  TUTORIAL  AVAILABLE 

The  Information  Center  has  a  new  diskette  tutorial  available  called  "Typing 
Instructor."  This  package  can  be  checked  out  to  help  improve  typing  skills. 
Many  people  are  finding  their  microcomputer  productivity  hampered  by  lack  of 
keyboard  skills. 

The  tutorial  takes  about  4  to  6  hours  and  increases  speed  and  skill  imme- 
diately. 

A  tutorial  on  IBM  PC  DOS  2.0  is  also  available  for  checkout.  Some  of  the  top- 
ics included  are:  DOS  Concepts,  Formatting  and  copying  diskettes,  using  disk 
files,  directories,  using  fixed  disks  and  other  commands.  Call  the  Informa- 
tion Center  (Wendy  or  Sheila)  at  444-2973  for  more  information. 


TRAINING  GROWTH  AND  SURVEY 

During  the  past  year.  Information  Services  Division  training  program  has 
grown  immensely.  We  had  781  students  participate  in  1984,  more  than  double 
the  349  students  of  1983. 

ISD  has  begun  offering  microcomputer  courses  for  software  packages  supported 
by  the  Division.  The  new  software  courses  are: 

•  Introduction  to  LOTUS  1-2-3:  a  popular  spreadsheet  package 

•  Advanced  Features  of  LOTUS  1-2-3 

•  Introduction  to  WordPerfect:  a  powerful  word  processing  package 

•  Advanced  Features  of  WordPerfect 
Other  microcomputer  courses  are: 

•  Beginning  Microcomputer  Skills:   a  hands-on  introduction  to  micros  and 
their  applications 

•  dBASE  II,  Beginning  and  Advanced:  a  complex  file  manager  package 

•  Microcomputers  -  Technology  and  the  Marketplace:   concepts  of  microcom- 
puting 

New  mainframe  courses  have  also  been  offered  in  1984: 

•  SAS-Statistical  Analysis  System:   for  both  programmers  and  end-users 

•  Introduction  to  JCL:   IBM's  Job  Control  Language 

•  Data  Processing  Options,  Trends  and  Issues  for  Managers:  choices  and  al- 
ternatives 
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We  have  also  increased  our  pool  of  training  equipment  to  four  terminals  and 
four  microcomputers.  Another  invaluable  piece  of  equipment  is  the  large 
screen  projector  which  allows  everyone  in  the  classroom  to  see  the  screen  im- 
age from  a  microcomputer. 

Our  training  program  needs  your  help  to  work  effectively.   To  help  us  give 
you  the  training  you  want,  we  will  be  using  News  and  Views  to  make  periodic 
surveys.  Please  respond  to  the  survey  on  the  next  page:  a  larger  number  of 
replies  means  a  training  program  better  adapted  to  your  needs.   Send  your 
completed  survey  forms  to: 

Wendy  Wheeler 

Information  Center  Bureau 

Information  Services  Division 

Department  of  Administration 
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TRAINING  SURVEY 

•   How  many  times  in  the  past  year  have  you  participated  in  training  offered 
by  ISD? 

1  time 

2-3  times 

4  or  more  times 


How  would  you  rate  the  overall  quality  of  the  training  offered  by  ISD? 

excellent 

very  good 

good 

fair 

poor 


How  could  the  program  be  improved? 

better  advertising 

more  classes 

improved  classroom 

more  equipment 

better  instructors 


Other 


Do  you  feel  course  costs  are: 


low 

high 

average 


What  other  courses/workshops  should  be  offered?  Please  be  specific. 


**   ** 


Agency: 


ju^    J.^    ,v*    **        **        **        **        **        **        **        **        **        ** 


Current  position:   Managerial  D.P.  Professional 

Professional  Clerical 
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GENERAL  NEWS: 


STATEWIDE  INFORMATION  SYSTEMS  PLAN 


The  Statewide  Information  Systems  Plan  was  recently  published.  The  plan  con- 
sists of  two  volumes.  Volume  I  is  a  summary  of  agency  plans  and  statewide  di- 
rection. Volume  II  contains  information  on  agency  goals  and  specific  plans 
for  information  systems. 

Copies  of  both  volumes  were  distributed  to  agency  heads  and  the  Montana  State 
Library.  A  limited  number  of  additional  copies  of  Volume  I--the  state  summa- 
ry-are available  from  Information  Services  Division,  Resource  Management 
Unit.  Call  444-2860  for  more  information. 
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TRAINING  SCHEDULE 


MAINFRAME  CLASSES 


BASIC   TERMINAL   SKILLS    (ISD12):    presented  by  Wendy  Wheeler  of  the  Infor- 
mation Center 


DATE: 

TIME: 

PLACE: 

COST: 

LIMIT: 

PREREQUISITE: 

CANCELLATION  DATE: 


March  8,  1985 
8:30  a.m.  to  4:00  p.m. 

ISD  Education  Center,  Room  14,  Mitchell  Building 
$50.00 
8 

3270nd  (IIS  class  on  terminal  operation) 
March  1,  1985 


Learn  the  basics  of  using  a  computer  terminal.  Become  confident  manipulating 
data  using  the  SPF  editor.  Learn  how  to  use  the  more  common  SPF  Utilities. 
Know  how  to  check  your  job  status  and  output  using  SDSF.  This  course  is  a 
prerequisite  for  many  other  ISD  classes. 


CULPRIT  for  NON-PROGRAMMERS  (DB05)  presented  by  Gregg  Wheeler  of  the 

Database  Design  and  Administration  Section 


DATES: 

TIME: 

PLACE: 
COST: 
LIMIT: 
PREREQUISITE: 

CANCELLATION  DATE: 
AUDIENCE: 


March  11  thru  March  14  (no  class  March  15)  and  March 
18  thru  March  20 

8:30  a.m.  to  4:30  p.m.   except:  March  20,  8:30  a.m. 
to  noon 

ISD  Education  Center,  Room  14,  Mitchell  Building 
$200.00 
8 
Basic  Terminal  Skills  (ISD12).  JCL  helpful  but  op- 
tional . 
March  7,  1985 
Non -programmers 


This  class  is  intended  for  those  who  are  not  programmers  but  need  to  generate 
reports  from  databases  or  standard  files.  A  mixture  of  video,  lecture  and 
programming  problems  make  up  this  workshop. 


ADS/Onllne  (DB02) 


DATES: 
TIME: 

PLACE: 

COST: 

LIMIT: 

PREREQUISITE: 

CANCELLATION  DATE: 

INTENDED  AUDIENCE: 


presented  by  Gary  Poepping  of  the  Database  Design 
and  Administration  Section 

February  19  to  February  28 

Monday,  Wednesday,  Friday  from  8:30  a.m.  to  noon 

Tuesday  and  Thursday  from  8:30  a.m.  to  4:00  p.m. 

ISD  Education  Center,  Room  14,  Mitchell  Building 

$200.00 

8 

Basic  Skills  (ISD12),  JCL,  IDMS,  and  COBOL  or  PL/1 

February  7,  1985 

programmers 


This  class  is  for  programmers  interested  in  using  the  Cullinet  tool  for  pro- 
totyping and  developing  on-line  database  applications.  Also  included  will  be 
the  new  Application  Control  Facility  features  of  Release  1.1. 
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MICROCOMPUTER  CLASSES 


MANAGING   THE  AUTOMATED  OFFICE:    presented  by  Darrell  Hagen,   Chief  of 

the  Information  Center 


DATE: 
TIME: 
PLACE: 

COST: 

LIMIT: 
PREREQUISITE: 

CANCELLATION  DATE: 


February  20,   1985 

8:30  a.m.   to  10:30  a.m. 

Room  136,  Mitchell  Building 

Conference  Room) 

Free 

20 

Must  be  a  manager  faced  with 

arising  from  automation. 

February  13,  1985 


(Personnel  Division 


a  variety  of  issues 


A  brief  seminar  discussing  the  new  management  aspects  created  by  the  use  of 
automation  in  the  office  environment.  This  seminar  will  cover  topics  such  as 
personnel  concerns  (hiring,  training,...),  system  concerns  (security,  oper- 
ating expenses,...),  topics  concerning  the  manager  directly  (technical  capa- 
bilities. ) 


BEGINNING  MICROCOMPUTER   SKILLS   (OA02) 

Information  Center 


presented  by  the  staff  of  the 


DATE: 
CANCELLATION  DATE: 

DATE: 
CANCELLATION  DATE: 

DATE 

CANCELLATION  DATE: 

TIME: 

PLACE: 

COST: 

LIMIT: 

PREREQUISITE: 


March  4 

February  25,  1985 

March  7 

February  28,  1985 

March  25 
March  18,  1985 

8:30  a.m.  to  4:30  p.m. 

ISD  Education  Center,  Room  14,  Mitchell  Building 

$50.00 

8 

None 


This  course  will  give  participants  brief  hands  on  experience  with  microcom- 
puters. Topics  to  be  covered: 

The  machine 

The  operating  system 

Word  processing 

Spreadsheets  and  graphics 

Data  management 

Communications 

All  class  time  will  be  spent  using  microcomputers  and  software.  The  partic- 
ipant will  learn  what  microcomputers  can  do  and  how  to  approach  them.  They 
will  become  familiar  with  the  system.  This  course  or  its  equivalent  will  be 
a  prerequisite  for  many  future  microcomputer  courses. 
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INTRODUCTION  TO  PFS:  FILE  AND  REPORT  (OA30):  presented  by  the  Wendy 

Wheeler  of  the  Information  Center 

DATE:  March  28 

TIME:  8:30  a.m.  to  4:30  p.m. 

PLACE:  ISD  Education  Center,  Room  14,  Mitchell  Building 

COST:  $50.00 

LIMIT:  8 

PREREQUISITE:  Beginning  Microcomputer  Skills  (OA02) 

CANCELLATION  DATE:   March  21,  1985 

PSF:FIIjE  and  REPORT  are  two  easy  to  use,  interrelated  software  packages. 

FILE  allows  you  flexibility  in  storing  and  retrieving  information.  Format 
design  is  simple  and  the  program  allows  you  to  review,  update,  or  print  se- 
lected forms . 

REPORT  provides  the  capability  of  creating  tabular  reports  from  your  existing 
PFS  files. 


INTRODUCTION  TO  LOTUS  1-2-3  (0A12):  presented  by  Wendy  Wheeler  of  the 
Information  Center 

LECTURE:  March  21,  1985 

TIME:  8:30  a.m.  to  4:30  p.m. 

PLACE:  ISD  Education  Center,  Room  14,  Mitchell  Building 

CANCELLATION  DATE:   March  15,  1985 

COST:  $50.00 

LIMIT:  8 

PREREQUISITE:  Beginning  Microcomputer  Skills  (0A02) 

This  course  is  designed  for  anyone  with  little  or  no  previous  1-2-3  or  micro- 
computing experience. 

Introduction  to  LOTUS  1-2-3  will  concentrate  on  1-2-3  spreadsheet  commands, 
design  and  basic  what-if  analysis.  The  more  advanced  features  such  as  macro 
programming,  one  and  two-way  sensitivity  analysis  tables  and  database  com- 
mands will  be  covered  in  the  advanced  course. 


LOTUS  1-2-3  Advanced  Features  (OA21):  presented  by  Ron  Heilman  of  the  In- 
formation Center 

DATE:  March  6,  1985 

TIME:  8:30  a.m.  to  4:30  p.m. 

PLACE:  ISD  Education  Center,  Room  14,  Mitchell  Building 

CANCELLATION  DATE:   February  28,  1985 

COST:  $50.00 

LIMIT:  12 

PREREQUISITE:  Introduction  to  LOTUS  (0A12)  or  equivalent  know- 
ledge and  Beginning  Microcomputer  Skills  (0A02) 

This  course  is  designed  for  anyone  who  is  using  1-2-3  for  basic  spreadsheet 
work.  Features  not  covered  in  the  introductory  class  will  be  included.  Ad- 
vanced features  such  as  macro  programming,  one  and  two-way  sensitivity  analy- 
sis tables  and  data  base  commands  will  be  covered  in  detail. 
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INTRODUCTION  TO  WORDPERFECT  (OA18):  presented  by  Sheila  Morasko  of 
the  Information  Center 

DATES:  March  25  and  March  26 

TIME:  8:30  a.m.  to  3:30  on  March  25,  8:30  a.m.  to  noon  on 

March  26 

PLACE:  ISD  Education  Center,  Room  14,  Mitchell  Building 

COST:  $50.00 

LIMIT:  8 

PREREQUISITE:  Beginning  Microcomputer  Skills  (OA02) 

CANCELLATION  DATE:  March  18,  1985 

This  course  is  intended  for  anyone  interested  in  learning  the  basics  of 
WordPerfect.  This  class  will  concentrate  on  text  creation,  use  of  function 
keys,  editing,  formatting,  printing,  filing,  and  retrieving  documents . 

More  advanced  and  special  features  (macros,  merges,  math  functions,  text  col- 
umns) will  be  offered  in  the  advanced  class  scheduled  for  February. 

The  Information  Center  is  supporting  WordPerfect. 


Please  call  the  Information  Center  (444-2973)  if  you  have  any  questions  on 
the  schedule. 

To  register  for  classes,  please  complete  the  following  enrollment  form  and 
return  it  to  Information  Services. 

FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS  CANCELLATIONS 
ARE  MADE  BY  THE  DEADLINE  LISTED  FOR  EACH  CLASS. 
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ISD  ENROLLMENT  APPLICATION 
(FOR  ALL  COURSES) 


PLEASE  COMPLETE  THE  FOLLOWING  APPLICATION  AND  RETURN 
TO  INFORMATION  SERVICES  DIVISION 


COURSE: 

DATE: 

STUDENT: 

AGENCY/DIVISION 

PHONE: 

ISD  BILLING  NO: 


SOC  SEC  NO  (FOR  P/P/P) 
AUTHORIZED  SIGNATURE: 


HAVE  YOU  MET  THE  PREREQUISITES  FOR  THIS  COURSE? 

PLEASE  EXPLAIN  GIVING  JOB  EXPERIENCE  OR  CLASS  WHEN  APPLICABLE 
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